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REGISTRATION 

Each  library  patron,  adult  and  juvenile,  is  re- 
quired to  register  before  books  can  be  borrowed  from 
the  library.   Children  may  register  as  soon  as  they  can 
sign  their  names.  A  sample  registration  card  is  shown 
on  the  next  page.  These  are  numbered  to  give  the  library 
a  record  of  borrowers  and  are  marked  with  expiration  date, 
which  is  often  five  years  from  the  date  of  registration. 
These  cards  are  filed  alphabetically  by  the  borrower's 
last  name.  An  easy  method  is  to  type  or  write  the  name 
on  the  back  of  the  card,  also  shown  on  the  next  page, 
and  file  them  in  a  charging  tray,  near  the  book  cards. 

Cards  may  be  marked  with  a  small  j  for  juvenile 
borrowers  and  with  R  to  show  rural  residents.  Since 
automatic  renewal  is  usually  given  to  out-of-town  borrowers, 
it  is  a  good  idea  to  add  this  signal. 

Large  and  medium-sized  libraries  often  give  patrons 
an  identification  card,  but  this  is  not  necessary  in  the 
small  communities  where  everyone  is  well  acquainted. 
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No._  _ll; 

Name_  William  Jones  

Address 205  Ba^ard_St._ 

Helena,  Montana 


Expires_  8/l96h_ 
Phone    iili03 


Jones,  William 


Reverse  side  of 
Registration  card 


Date  Due 

582 

Kieran,  J 
Introduction  to  trees, 


Copy  1 


582                  Copy  1 

Kieran,  J 
Introduction  to  trees. 

Date 

Issued  to 

Cards  and  pockets  are  pasted  in  the  front  of  the  book.  Note  that  card 
and  pocket  carry  the  same  information.   It  is  a  good  idea  to  add  the  book 
number  and  copy  number  to  the  upper  part  of  the  page.  If  the  pocket  is  lost, 
the  information  for  a  new  card  is  available o  Pocket  is  stamped  with  library 
ownership  stamps,,  Book  is  stamped  for  ownership  also  on  title  page,  and 
sometimes  on  the  edges  of  the  booko 


=u. 


CHECKING  BOOKS  OUT  -  AND  IN 

TO  CHECK  OUT  A  BOOKy  stamp  the  date-due  slip  and  the  book  card  and 
write  the  patron's  name  on  the  book  cardo   Books  are  often  checked  out  for 
a  2-week  period,  with  automatic  renewal  of  another  2  weeks  for  rural  resi- 
dents » 

Keep  the  cards  for  the  day  in  the  front  part  of  the  charging  tray„  Then 
sort  and  count  at  the  end  of  the  day^  j  fiction  and  non-fiction,  adult  fiction 
and  non-fiction  and  enter  totals  in  a  record  booko  Cards  may  then  be  alpha- 
betized by  author's  last  name  and  placed  back  of  a  date-due  divider  in  the 
charging  tray. 

When  the  book  is  returned,  note  day  due  and  return  the  card  to  the 
pocket  of  the  book,  notdng  carefully  that  the  card  agrees  in  all  respects 
with  the  pocket:   author,  title  and  copy  nimbero 

Notices  of  o\"erdue  books  should  be  sent  with  regularity.  Renewals  are 
given  to  out-of-town  residents,  usually  automatically  and  to  all  borrowers 
on  requesto  Overdue  books  may  be  listed  on  a  post  card  and  a  reminder  sent 
to  each  borrower,  about  three  days  after  the  book  is  dueo 


^//ciMj  u^-e   /L^yf?^or2^ ^^2^.. 

■JjSF:s^fe^S...sii.^.,^g-^ 

-  -  'ii!s^--^=*"=^^53iS 

to  return  the  following 
overdue  book(s)  charged  to  youo 

AUTHOR             TITLE             DAT] 

£  DUE 
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It  is  recommended  that  fines  be  kept  to  a  minimum  and  that  the  total 
amount  charged  on  any  one  book  not  exceed  50^.  Usually  niral  borrowers 
are  exempt  from  all  fines.   Library  use  is  discouraged  when  heavy  fees 
are  imposed  upon  the  rural  residents  who  are  often  unable  to  reach  the 
library  during  the  hours  open  due  to  circumstances  beyond  their  control. 

Books  may  be  reserved  upon  request.  A  paper  clip  on  the  book  card 
and  another  file,  with  the  author  and  title  of  the  book  and  the  name  of 
the  patron,  can  be  kept.  This  post  card  is  sent  to  the  patron  when  the 
book  comes  in. 


Date .  . 
Author, 
Title  . 


No. 


The  above  book,  which  you 
requested,  will  be  held 
for  you  until 


carinIegie  city  library 
miles  city,  montana 


.  19. 


POST  CARD 
Reverse  side  of  the  card  is  addressed,  ready  to  mail. 
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PERIODICALS  AND  NEWSPAPER  CHECK  LIST 

An  alphabetical  check  list  is  kept  for  all  magazines  and  newspapers 
received  by  the  library »  Cards  for  this  purpose  are  available  or  plain 
cards  can  be  ruled  to  meet  the  needs o  These  cards  also  serve  as  a  record 
of  the  back  file  of  magazines  and  newspapers o  The  reverse  side  of  the 
card  has  space  for  address  of  publisher,  price ^  source  ordered  from  and 
expiration  datec 


Name                                                                           Due 

Year 

Vol 

Jan  FetiMar 

Apr 

May 

June 

Jul  Auf 

Sep 

nnt 

Nm) 

Ttpr 

Z?J,1. 

e 

■ 

No.   Copies                   DeptSo                                  Indexed  in 

TO  LEND  MAGAZINES 

Periodicals  can  be  loaned  in  the  same  manner  as  books »  Type  or  write 
the  name  of  the  magazine  on  the  top  of  several  book  cards  and  keep  the 
supply  in  alphabetical  order o  St,amp  date  due  on  the  back  of  the  magazine 
and  on  the  card, vrite  the  issue  of  the  periodical  and  the  patron's  name  on 
the  card  and  file  with  the  other  cards  in  the  daily  take, 

PAMPHLETS  AND  CLIPPINGS 


A  vertical  file  of  pamphlets  and  clippings  proves  a  valuable  addi- 
tion to  the  reference  collection »  All  should  be  assigned  a  subject  head- 
ing and  filed  alphabetically  by  subjecto 

This  file  should  be  weeded  regularly  and  frequently„ 


ARMNGEMENT  OF  THE  LIBRARY 


The  books  in  a  library  are  separated  and  shelved  in  two  divisions: 
fiction  and  non-fiction.   This  is  true  of  both  the  adult  and  juvenile 
section  except  for  primary  books  which  should  be  shelved  together  but 
need  not  be  alphabetized.   If  room  permits,  we  try  to  make  a  third  section 
of  books  for  young  people  where  both  suitable  adult  books  and  some  from  the 
j  collection  are  placed. 

Fiction  is  shelved  alphabetically  by  the  author's  last  name: 


Non-fiction  is  shelved  according  to  the  Dewey  Decimal  Classification 
and  according  to  number: 


690 


-8- 


No  lettering  is  necessary  on  the  adult  fiction,  but  the  Dewey  Decimal 
number  should  be  written  upon  the  spine  of  the  books  of  non-fiction. 

Juvenile  books  can  be  marked  with  a  sma.ll  j  and  on  the  juvenile  non- 
fiction,  the  j  precedes  the  Dewey  Classification  number. 

Shelves  are  more  attractive  when  the  numbers  and  the  small  j  are  placed 
at  a  uniform  distance  from,  the  bottom  of  the  book.   This  is  not  always 
possible  because  of  printing  on  the  spine  but  when  plastikleer  covers  are 
used,  the  label  may  be  typed  and  placed  at  the  base  of  the  spine. 
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SIMPLE  CATALOGING 


A  card  catalog  is  essential  in  a  library,  large  or  small. 

The  card  catalog  is  an  alphabetical  index  to  the  books  in  the  library, 
filed  by  the  first  word  on  the  top  line.   Just  as  in  any  good  index,  it  is 
possible  to  find  author,  title  or  subject  listed  in  alphabetical  order. 


582     Kieran,  John 

Introduction  to  trees.   Hanover  195^ 


582 


1  Trees 


1  Title 


Author  card 


Introduction  to  trees. 
Kieran,  John 

Introduction  to  trees.  Hanover  195'+ 


o 


Title  card 
The  title  card  is  made  by  adding  the  title  to  the  top  line  of  a  card 
that  is  identical  to  the  author  card.  To  simplify,  title  need  not  be 
repeated  nor  publisher  and  date  shown  on  the  title  card. 
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TREES 
582  Kieran,  John 

Introduction  to  trees.   Hanover  195^ 


o 


Subject  card 

The  author  card  is  adapted  by  adding  the  subject  in  block  capitals 
to  the  top  line.  Sometimes  red  letters  are  used  for  subject  headings. 


Printed  catalog  cards  at  lOfi  a  set  for  all  of  the  books  listed  in 
the  Standard  Catalog  Series  are  available  for  purchase  from  the  H.  W. 
Wilson  Co.,  950  University  Avenue,  New  York  52,  New  York. 

The  Teacher- Librarians  Handbook  by  Mary  Peacock  Douglas,  American 
Library  Association,  19^+9  is  recommended  to  public  libraries  as  a  valuable 
aid  to  all  library  procedures.  Although  the  concern  is  predominantly 
with  school  libraries,  nost  procedures  are  entirely  suited  to  the  small 
library.  The  section  on  cataloging  is  especially  helpful. 
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FILING  THE  CATALOG  CARDS 

There  are  many  rules  for  filing  but  for  the  small  library,  let  us 
try  to  keep  the  filing  as  simple  as  possible. 

File  alphabetically  by  the  top  line  to  the  end  of  the  word,  dis- 
regarding A,  AND,  THE  at  the  first  of  the  title,  but  not  within  the  title, 

We  are  going  to  file  word  by  word  so  the  only  other  rule  we  need  to 
remember  is  that  "nothing  comes  before  something."  Thus,  New  York  is 
filed  before  Newark,  and  The  ABC  and  Counting  book  comes  before  an 
author  card  of  a  book  by  Hans  Aanrud .   Samples  are  shown  on  the  next  page. 
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792     Abbe,  Patience 

Of  all  places . 


9li+     Abbe,  Patience 

No  place  like  home. 


910     Abbe,  Patience 

Around  the  world  in  eleven  years. 


An  abandoned  orchard. 
818     Risley,  E.  De  La  Vergas 


The  abandoned. 
Verne,  Jules 


Ab  the  cave  man , 
j     Nida,  W.  L. 


Aarons,  Edward  S 
Nightmare . 


READ  UP 


j     Aanrud,  Hans 

Sidsel  Longskirt 


Aanrud ,  Hans 

Lisbeth  Longfrock. 


L_ 


ABC  and  counting  book. 
Fraser,  Phyllis 


Follett  I9U9 
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THE  SHELF  LIST 

The   shelf  list  is  a   card  file   arranj^ed  in  the   order  that  the  books 
appear  on  the   shelf.      One  more   card  is  made  for  each  book  title  and  filed 
by  classification;    that  is,    the  fiction  is  filed  alphabetically  by  author, 
then  the  non-fiction  is  filed  by  classification  nijmber  as  indicated  in  the 
upper  left-hand  comer  beginning  with  the  000  numbers  and  ending  vdth  the 
900' s. 

The  file  is  used  in  taking  inventory  and  replaces  the  accession  record. 
Additional  copies  added  to  the  collection  are  shown  on  the  shelf  list  card 
by  copy  number,  source,  date  and  costo 


Eberhart,  Mignon  G. 

Never  look  back.  Random  House  1951 


Cop-yir""'McClurg   3A/51   $2o50 
Copy  2   Gill      3/6 


-Copy  number 


— Price 


Keep  a  record  of  the  number  of  books  added  and  the  number  withdrawn 
in  the  back  of  your  circulation  record  book.  Your  shelf  list  gives  all 
the  other  infonnation  that  you  need. 
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BOOK  SELECTION 

A  well-balanced  book  collection,  carefully  selected  with  the  advice 
of  experts  in  the  field,  and  with  a  knowledge  of  community  interest  and 
needs  is  our  first  concern. 

We  cannot  examine  all  of  the  books  we  buy  —  and  even  if  we  could,  we 
are  often  beguiled  by  the  packaging  into  ill-advised  purchase.  Here  we 
need  the  help  of  the  recommended  aids  to  book  selection.   The  smaller  the 
budget,  the  less  we  can  afford  to  make  errors  in  selection. 

Standard  Catalog  for  Public  Libraries,  1958 

Standard  Catalog  for  High  School  Libraries,  1957 
^Children «  s  Catalog,  '^4^'/9^^ 

The  Fiction  Catalog,  1950 

are  all  published  by  the  H,  W,  Wilson  Company,  950  University 
Avenue,  New  York  52,  New  York,  and  are  kept  up-to-date  by  regu- 
lar supplements.  All  are  sold  on  subscription  basis  so  that 
the  cost  is  determined  according  to  the  amount  of  use  made. 
Thus  these  aids  are  within  the  reach  of  all  libraries, 

*Book  List  and  Subscription  Books  Bulletin 

American  Library  Association,  50  East  Huron  Street,  Chicago  11, 
Illinois,  |6,00,  Book  List  is  published  the  1st  and  15th  of 
every  month  except  August,  when  only  one  issue,  an  index  to  the 
year,  is  published. 

Book  Bait ,.  1957 

published  by  ALA,  price,  $1,25,  A  list  of  adult  books  popular 
and  suitable  for  teenagers  plus  good  books  especially  written 
for  young  people.   Highly  recommended. 

Books  for  the  Teen  Age 

published  each  year  by  the  New  York  Public  Library  and  includes 
only  books  that  have  proven  popular  with  teenagers.   An  excellent 
aid  for  the  young  people's  comer, 

■J^The  Children's  Catalog  is  starred  for  first  purchase,  regardless  of 
size  of  budget,  as  is  the  Book  List, 
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A  BASIC  REFERENCE  COLLECTION 

1.  An  Unabridged  Dictionary 

Webster' s  New  International  Dictionary  of  the  Engli sh  Language . 
G.  &  C.  Merriam  Company,   Springfield  2,  Mass.      145.00 

2.  A  World  Atlas 

Rand  McNally  Cosmopolitan  World  Atlas.   Rand  McNally  &  Company, 
Box  7600,  Chicago,  111.  $13.95 
or 

Hammond' s  New  Supreme  World  Atlas.  Hammond-Double day  &  Company, 
HaplexTOod,  N.  J.  $3.95 

3.  An  up-to-date  encyclopedia  —  not  older  than  five  years 

World  Book  Encyclopedia.  Field  Enterprises,  Merchandise  Mart  Plaza, 
Chicago,  111,  about  $115,00 
or 

Compton' s  Pictured  Encyclopedia.  F.  E.  Compton  &  Company,  1000 
North  Dearborn  Street,  Chicago,  Illinois,   about  $115.00 

4.  The  World  Almanac 

Doubleday  &  Company,   Garden  City,  New  Jersey.     $2.00 

5.  Montana  Almanac 

Montana  State  University  Press,  Missoula,  Montana.      $3.00 

6.  Post,  Emily,  Etiquette 

Funk  and  Wagnalls,   153  E.    24th,   New  York  10,  New  York.      $5.50 

7.  The  Abridged  Readers'    Guide 

H.  W,  Wilson  Company,   950-972  University  Avenue,  New  York   52, 
New  York.      Service  basis  charge. 

8.  Book  of  Quotations 

Stevenson,  Burton,  Home  Book  of  Quotations.  Dodd,  Mead  &  Company, 
432  Fourth  Avenue,  New  York  l6,  New  York.  $20,00 
or 

Bartlett,  John,  Familiar  Quotations.  Little,  Brown  &  Company, 
34  Beacon  Street,  Boston  6,  Massachusetts  $10.00 

9.  Robert,  Henry  Martin,  Robert' s  Rules  of  Order 

Scott,  Foresman  &  Company,  433  E.  Erie  Street,  Chicago  11,  111, 
$2.70 

Note:   If  the  budget  permits  and  the  library  wishes  to  add  biographical 

information,  write  to  the  State  Library  for  a  recommended  list. 
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THE  BOOK  ORDER 

Orders  should  be  prepared  on  p-pads  or  3  x  5  cards,  giving  the 
follovang  infonnation:  author  (full  name),  title,  publisher  and  copy- 
right date,  which  we  find  on  the  back  of  the  title  page.  Use  the  same 
spacing  as  is  used  on  catalog  cards.  If  juvenile,  a  small  j  should  be 
added  by  the  author's  name.  File  alphabetically  by  the  author's  last 
name  until  order  is  ready  to  send.  Then  type  a  list  giving  full  infor- 
mation or  send  on  multiple  order  forms. 


Milne,  Alan  Alexander 

The  World  of  Christopher  Robin.  Button  1958 


^.50 


The  identical  slip  may  be  used  as  a  process  slip  for  cataloging. 


WEEDING  AND  MENDING 


We  have  provided  a  booklet  in  the  back  of  this  manual  on  WHEN  AND 
HOW  TO  WEED  to  keep  the  collection  attractive  and  up-to-date. 

Included,  too,  is  a  manual  on  SIMPLE  Alffi  RECOI*IENDED  MENDING  PRODEDURES. 
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LIBRARY  SUPPLY  COMPANIES 

Gaylord  Brothers,  29  North  Aurora  Street,  Stockton,  California 
Bro-Dart  Industries,  1888  South  Sepulveda  Blvd.,  Los  Angeles  25,  Calfi, 
Demco  Library  Supplies,  Madison  1,  Wisconsin 

Write  to  any  of  the  above  for  a  free  catalog, 

BOOK  DEALERS 

The  following  firms  will  give  generous  discounts: 

J.  K.  Gill  Company,  408  S.  W.  5th  Avenue,  Portland  U,   Oregon 
McGlurg  &  Company,  333  East  Ontario,  Chicago  11,  Illinois 
Puget  Sound  News,  621  Second  Avenue  North,  Seattle,  Washington 
Campbell  and  Hall,  989  Commonwealth  Avenue,  Boston  17,  Massachusetts 
Baker  and  Taylor,  Hillside,  New  Jersey 

Preboiind  Books  for  juvenile  readers: 

New  Method  Book  Bindery  Inc.,  Vandalia  Road,  Jacksonville,  Illinois 

H.  R.  Huntting  Company,  Inc.,  29  Worthington  Street,  Springfield  3, 
Massachusetts 

Carl  J.  Leibel,  Inc.,  La  Puente,  California 

Replacement  with  used  copies  in  good  condition  may  be  purchased  in  Montana. 
We  recommend: 

David  Lawyer,  Bookseller,  Plains,  Montana 


r 


c 


Ji 


